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Accessing ASSIST 
 
Go: ASSIST Login 
 
User account and associated permissions are required to complete 
the required component(s) in ASSIST 
 
Email address: first.last@district.kyschools.us  
 
Password: User created 
 

 
 
 
If you do not have a user account, need assistance logging in or 
have questions contact: 
 

 Ginger Kinnard
 ginger.kinnard@education.ky.gov

502.564.3791 ext. 4048 (option 7 from the directory) 
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Navigating the ASSIST System 
 
After you have logged in select “ASSIST” 
 

 
 

Search Institutions 
 
Click on “Search” and everything that permissions allow access will 
populate 
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Select the district from the list by click on the Institution name 

 
 

After selecting the district the Portfolio tab will appear with the 
Overview of the components required to be completed for the 
applicable school year 
 

 
 
Select Comprehensive District Improvement Plan from the 
document column 
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The Portfolio will appear with the Required and Additional 
components for the CDIP 
 
Note:  Superintendent Assurances are Required – this indicates 
that they must be completed in order for the CDIP to be submitted 
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Starting Superintendent Assurances 
 
Select the pencil icon  in the components column 
 

 
 

Click on the Create a New KDE Superintendent Assurances in 
the Manage Document Components box 
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A new document will be created and will appear with in blue with a 
check box next to the document name 
 

 
 
Check the box and click on the KDE Superintendent Assurances 
hotlink (in blue)    
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The assurance page will open 
 

 
Click on the edit button next to the KDE Superintendent 
Assurances title  
 

 
 

Give the assurances a distinctive name for easy recognition in the 
system that will easily identify them for the school year and click 
update 
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The description will now appear as the assurance title 
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Completing Superintendent Assurances 
 
The assurances will appear on the page showing each required 
element to be completed 
 

 
 

Click on the first section Delivery Targets to begin 
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Click on Respond to open the first assurance    
 
Select the response to the assurance by clicking on the radio 
button located next to the response option 
 

 
 
Click Next to move to the next question in the series 
 
Continue the response process until you have completed each 
required element of the assurances 
 
When all of the assurances have been answered each section will 
show a solid green bar and a note stating All required items 
complete 
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Note:  Ensure that all required supporting documentation has been 
attached 

 
If all assurances have been answered… 
 
If all attachments have been uploaded…(this can be verified by 
clicking on the Attachments button at the bottom of the page) 
 

 
Each attachment will be listed 
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Click the Complete button 
 

 
 

Click Yes Complete 
 

 
 
Green banner will appear showing successful submission 
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If the assurances need to be re-opened to change a response, add 
additional uploads to support responses, click the Reopen button 
and the assurances will reopen for changes 
 

 
 

After changes have been made click the Complete button 
 

 
 
 

Portfolio Attachment 

 
Click on the Portfolio tab 
  

 
 
Select Comprehensive District Improvement Plan 
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The Portfolio of required tasks will appear 

 
 
If all of the assurances have been completed and attached correctly 
to the portfolio a check mark will appear in the complete column 
 
This Required component of the CDIP is now complete 
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Attachments 
 
The LAST question in each required element of the assurances 
requires the upload of approved board meeting minutes to support 
the responses ensuring the conversations have occurred and 
documented 
 
Click Add Attachment 

 
 

Click Choose File 
 

 
 

Select a file from the document repository documents are saved 
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Provide a file name in the blank box 
 

 
 
Click Upload 
 
*Uploads can be in PDF, Excel, or Word format only 
 
**Multiple documents can be uploaded by following this process for 
each individual document 
 
 
 
 


